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ePlan Quick Guide
Electronic Plan Review

Computer Setup for ePlan
After you have completed your online application and paid for any permit fees required on the Citizen Access site

https ://acasupp3.accela.com/dublinoh/default.aspx , you will receive an automated email from ePlan. Prior to
logging into ePlan for the first time , please seethe following information :

9 ePlan Version 9.1 is compatible with all browsers such as Internet Explorer 11, Edge, Chrome, Firefox,

T

and Safari, but we recommend using Internet Explorer. You will need to install ProjectDox Components
Pleased i ck on ATo I nstall ProjectDox componentso
need to be done once. If you use another computer it will require another installation for each computer.

If your computer has pop -up blockers installed, you will need to disable the pop-up blocker for the ePlan
review (ProjectDox). It is hot uncommon to have more than one pop -up blocker installed (Internet
Explorer, Google, Task Bar, etc.) Once the ePlan site (ProjectDox) is allowed, you will be able to utilize
the application.

If you receive a request to install Brava XWrapperClient.cab, please install.

This website wants to instal the following add-on: “BravaClientXWrapper.cab® from "Open Text Corporation”.  What's the risk? Instal |

1. You can enter ePlan through the automated email with your temporary password. To sign in, enter your email
address and temporary password (first time user) and click on the login button.

Electronic Plan Review

Welcome to our website, If you continue 1o browse and use this website you are agreeing
to camply with and ke bound by the following terms and conditions of use, which
together with cur privacy policy govemn...

[add'l text, etc]
City of
Dubll n c-mall: I
Password: |
OHIO, USA

Login
Fargot your password?

Cick on install ProjectDox components prior to logging in for the first time on a computer

& 2009 fwolve Software, ProjectDos (vprsion B.L5.6 is @ tracdemank of Avolve Software, all rights e
reserver avis

To install ProjectDios To create a desktop shorout To acdd ProjectDon

9 o 5 aur B
PFO]E'Ct campanent " e 5 g o 1o your favornites

ik hewe = on your desktop Click hera

Permits submitted prior to 12/9/19: You will follow the same process as you have in the past.
All of your tasks will be under (PD) tasks as shown below. You will accept and complete tasks
has you have previously. It will also look the same as the previous version of ePlan

b


https://acasupp3.accela.com/dublinoh/default.aspx

Building Permit Submission

1. After you have completed your online application https ://acasupp3.accela.com/dublinoh/default.aspx
and paid for any review fees required on the Citizen Accessportal, you will receive an automated email from
ePlan. You can enter ePlan directly from the email. The person listed as the applicant in the online
application syste m will receive the email and task with upload rights. There can only be one
applicant. You will be able to add additional people as applicant view only in ePlan , they have all
rights except uploading

2. After you have logged in, you will see the following screen. You will find your tasks for permits prior to
12/9/19 under the Tasks (PD) tab and any tasks for projects submitted after 12/9 /19 will be under the Tasks
(PF) tab. For all projects prior to 12/9/19 (PF), you will accept and complete your tasks as you
have done in the past.

Tasks (PF) Permits Submitted After 12/9/19 Tasks (PD) Permits Submitted Prior to 12/9/19
; Electronic Plan
{Cityof Publin
Home Q All Tasks  Create Project  All Reports Profile  Logout (@)
N, S e
) 2y
' Tasks (PF) < Tasks (PD) ? Projects
S S P, >
2 Refresh g sar You can search on any of these tabs You can also access all tasks from this button
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Create electronic document and drawing files to upload.
Upload the drawings to scale  , in their correct  view ing orientation, and as  separate PDFs in
the same order as your drawing index . Documents can be multiple page PDFs

=a =4

DRAWING NAMING CONVENTIONS

Three digit prefix i 001_, 002_, etc. in order of your drawing index

Underscore

Number of drawing (use all caps if possible)

Underscore

Drawing title (use all caps with underscore between words)

List the drawings in the same order as your drawing index. Please see the example below:

o wbdh R

001_GO0.1_COVER_SHEET
002_Al1l.1_FIRST FLOOR_PLAN
003_A1.2 ELEVATIONS

NOTE: Permits submitted prior to 12/9/19 will look the same as the previous version of ePlan. You will find your
tasks under Task (PD) as shown above in green.


https://acasupp3.accela.com/dublinoh/default.aspx

After you have named you r documents (can be multiple page) and drawings (individual PDFs) you can
upload from your task

APPLICANT UPLOAD

Review Informartian Permit Information Contacts informiatian

Project Mame: CALT-158-00118
Project Description: AUGUST 21 CALT
Coordinator: eplan dublin
Workflow/Activity Mame: Building ProjectFlow_Accelalispplicant Upload
Current User Login: DEBRA FITE (gfited@dublin.oh.us)

Taszk Instructions

Select approprials destinalion folder then select Fles o upload lo selested foldsr. Repeal until all required submission files ere uploadzd. TO START REVIEW
Drublin" enakled by first selecling checkbox "Uplead Task Cormplete”, (botborn of page)

Project: CALT-19-00118

You can uplkad your documents and drawings directly from this form.
Click on the documents or drawings folder and it will open up 50 you
can upload.

Sebecl destination folder for fles:

= & caLT19.00118
B3 pppEcation Domuments
3 Cocwmens % Documents can be muliple page PDFs
O Crawing: 4 Orawings must be INARETENF s

3 wiorking Douments

=] Approved Drawings
=] Approved Documents
[ a5 Builts

Add anyone you would like to be able to view
L3 £Foem Atachments the project. You can add mutiple users.

Add Group Members

First Name Last Name Emaill

Remove Group Members

Remove from Group s

[FepiEantviwwony @ =



After you click on the documents or drawings folder when you are ready to upload:

Task Instructions

Select appropriate destination falder then select files fo upload to selected folder. Repeat until all required submission files are upleaded.

TO START REVIEW FROCESS: Please select “Upload Complete - Notify City of Dublin” enabled by first selecting checkbox “Upload
Task Complete”. (botlom of page)

Project: CALT-19-001128

Select your fles to upload to thiz folder

Select Files ta Upload View Folders |

d CALT-19-00118Approved Drawings - when you click on the drawings or documents folder you will see this and can upload

Add Group Members

First Name Last Name Email Imvite to Group

| [Applicantyiswtniy | Invite User

Remove Group Members

Remove from Group User

[Applieantiewsnly ] Remove User

After you are finkhed uploading put a chedk in box and the gray tab below will change to Upload Complete - Naotify City of
Dublin. ick on the Upload Complete - Notify Jity of Dublin, The completeness review will be the next business day.

] Upload Task Complate (| have upleaded all required drawings andfor documents)

| Save For Later

B Upload Task Complete (1 have uploaded all required drawings andior documents)

Upioad Compiete - Notify City of Dublin | Save For Later |

We will check your plans for completenessthe next business day and let you know if we need any addit ional information.
You will receive an email stating your plans are accepted for review or if the completeness review is rejected if we need
additional information. The target plan review completion time for a first time review is 16 day s and nine day s for
revisions. Pleaseremember to always use ePlan email to contact plan review staff or Review Coordinators. It keeps a log
of emails so we prefer you send through ePlan instead of regular email.



If your completeness review is rejected , you will receive this task

If your completensss review is rejected, you will receive a completensss review corrections task. Please see the completensss
review checkdist in the application documents folder for requested revised or additional information required for review.
T

COMPLETENESS REVIEW CORRECTIONS ProjectFlow e o o
BUILDING jummmk

Review Information Parmit Information Contacts Information

Project Name: RMEW-19-00202
Project Description: MSFH
Coordinator: eplan dubln
Weorkflow/Activity Name: Building ProjectFlow_Accela’Completeness Review Comections
Current User Login: DEBRA FITE (dfitef@dublin.oh. us)

Project: RNEW-19-00202

Select destination folder for files:

T & ENEW-19-00202
) Please upload a response letter to the documents file detailing your
scatinn Documents response to the requested information,

3 pocuments

Upload the additional information or revised drawings to the
documents and drawings folders. If you upload a revised drawing,
please keep the name identical to the previous drawing name.
Warking Dacuments ePlan will give it a version number,

= Drawings

ca Approved Drawings
03 approved Documents
O3 As Builts

B3 eram Attachments

Add Group Members

First Name Last Name Email Invite to Group
I | | [AppicantviewOniy /] Envile Uiser

Remove Group Members
Remove from Group User
[Applicantiewtinly ] [~ Resmove Lisar

| have uploaded the comected documents andfor drawings as indicated above.

After you are finished uploading and ready for review, please put a check in the box and click on the Return to the
City of Dublin button. We will not be notified you have uploaded and the workflow can't continue unless you
complete these two steps, The completensss review will be the next business day.

Retum o ity of Dublin | _Save For Later |




You can check where your plans on in the permitting process:

|'.I inval Datilin
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If you would like to chack where your permit is in the worlkflow, dick an the symbal.

Workflow Instance: CALT-19-00118 - Accela Building Template - 8/21/2019 84235 AM
&5 Refresh [ Set Global Tabs [i] Set Global Tab Properties (I} Process [nstarice

Tools
(RG]
o @
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The applicant upload task has not been completed. The current workflow task

will always show in green.



1.

If the permitis approved , you will receive an email notifying you fees are due. After you pay the fees online
at the Citizen Access portalhttps ://acasupp3.accela.com/dublinoh/default.aspx , you will go into ePlan
and complete your last task permit fee paid. Y ou will receive an email notifying you that you can download/print
the approved documents and approved drawings. A copy of all approved documents and drawings must be
located on site.

If your permit is disapproved and revisions are required , you will receive an e ma i | and

r e s u btask td upload revised/additional drawings and information . You will find reviewer comment letters in
the application documents folder and/or changemark comments on the drawings. Please keep reviseddrawing
names identical to what is already in the drawings folder. ePlan will give it a version number.

How to Read Review Changemark Comments on Documents/Drawings

a%

/( itvofl Dublin

CALT-19-00118

Main Contact:

Folder: CALT-19-00118\Drawings AUGUST 2
View Folders Upload Files Q Olim

of 1 files Current Sort: |- Select - V]

-

HE OIRN IR A8 & & O ik

[:] EXAMPLE VIEW CHANGEMARKS.pdf
9/9/2019 12:45:40 PM, 381 KB

DEBRA FITE

Left click on red exclamation point


https://acasupp3.accela.com/dublinoh/default.aspx

City of Dublin

Markups attached to EXAMPLE_VIEW_CHANGEMARKS.pdf

Delete View Edit Markup Name Author Date

@g (O PLANNING DEBRA FITE 9/9/20191:51223PM £ & A
Put checkmark
in view box @( () BUILDING DEBRAFITE 9/9/20191:53:07PM & &1 A
View/Edit Clear All Select All for View
Click on view button
'B 8- R Annotate Review v Redact ~ Measure ~ Publish
(® | EXAMPLE_VIEW_CHANGEMARKS. pdf \1 | | ]D -
|84 |@n g | 2| e |
« » = 2@
| H»-m

;
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BUILDING COMMENT

PLANNING COMMENT

You cin also see the list of comments
as shown above. If you click on it, it
will show the review comments.

IDEBRA }ITE 09/10/2019 09:32 AM
This is a sample planning comment. Please
provide additional information.

4 Click on the post-it symbol to

see the review comments. It will
zoom in on the drawing as
shown on the following page.




''B T & R Annotate Review - Redact ~ Measure ~ Publish
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To download a report of the review comments, click on Project Reports button top right of page when in the project an
\Pro;ectFlow Changemarks. You can export it to Excel, Word, etc.

\\/\/A\/\/\/ﬁ&\/KJA\/\/

'\



If your permit is disapproved and revisions are required you will receive this task

The review process will follow the same workflow as the original submittal.



